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Scheduling an Appointment

Information for healthcare professionals

To provideinstructions on schedulinga BC Virtual Visitappointment.

NOTE: BC Virtual Visitenables the connection between clients and providers;itdoes not replaceyour
existing scheduling solution. Itis importantto ensure that you document any missed or “left without
beingseen (LWBS)” appointments in your existing EMR or scheduling soluti on to ensureaccuracy.

Capturing a Client’s Email and Consent

Ifthisis aclient’s first BC Virtual Visit appointment, you will be required to obtain their email address as well
as consentto usetheir email for BC Virtual Visit.

Email addressesand consentare collected to supportthe delivery of clientcare, to communicateinformation
aboutthe client’s health and care,and to keep the clientinformed aboutIsland Health’scareand services.

When capturingconsent,itis importanttoaskyour clients to review the Electronic Communication/Virtual
Health - Information for Patients to Consider document outlining potential risks associated with electronic
communication.You can provideyour clienta copy or refer them to review the document on the BC Virtual

Visit webpage.

At this time consentcan be capturedin one of two ways:when registration/scheduling the encounter or
verbally and then charting consentin the appropriatelocation.

1. At the pointof registration or schedulingwhen an encounter is created or updated in Cerner (InPM
Office Under the Address Tab) consentcan be captured by:
a. Typingthe email address provided by the clientin the email address field.
i. Confirmyou haverecorded the correctemail address with the clientby statingit
back.
b. Inthe consentto useemail field, SelectYes from the drop down if the patientconsents, see
examplebelow.

Ermail Addreszs: Conzent to use email;
PrimaryCaref@T ezting. com 'es W

Verbal consentcan be captured as partofthe clients record as per standard charting process (Such
as Cerner, Paper, Authorization for Electronic Communications Form)
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Confirming Client Email and Available Devices

Prior to schedulinga BCVirtual Visitappointment, itis importantto confirmthe following:
1. ClientEmail Address
a. Weknow a client's email address may changeatany point.Itis importantto confirmthe

clients email addressisstill correct each time a BC Virtual Visitappointmentnotificationis
sent at scheduling. Ifyou need to update the client’s email pleaseseethe instructions
below.

2. Client's comfortlevel with technology or using a web based virtual application,and accesstoa

suitabledevice. Key things to review when schedulinginclude:

Does the clienthavean activeemail addressthatthey useregularly?

Does the clienthaveaccess a devicethey can usefor BC Virtual Visitappointments?

Does the clientplantouse aniPhoneoriPad for their BC Virtual Visit Appointment?

Is the clientcomfortable downloading the BC Virtual Visitapplication fromthe app store, if they do not
haveitalreadyinstalled?
Does their device have built-in microphoneand camera? (e.g. clienthas used Skype or FaceTime)

Does the clientdevice have Google Chrome, Firefox, Edge or Safari?

ooQo| g (Ooggd

Does the clienthavea reliableInternetconnectionin the spacethey will be having their appointment?

IMPORTANT: If thisis theclient’s firstvirtual appointment, recommend they prepare for the visit ahead of
time, by reviewingthe Tips for a Successful Appointment onthe BC Virtual Visit Webpage.

Encourageclients to complete a self-test of their deviceto confirmtheir audioand video can connectto BC
Virtual Visitso supporta successful virtual carevisit. This can be completed from the Island Health website
at:islandhealth.ca/BCVirtual Visit or by callingthe BC Virtual Visit Patient support desk at 1-844-442-4433
(Mondayto Friday 7am—5p.m)

For firsttime users itis helpful to enquirewhatkind of deviceyour clienthas and providea littleguidancein
advance(details areavailableto them on the website sothat they can dothisinadvanceofthe

appointment):

Apple iPhone or Download the BC Virtual Visit Application on their iPhoneoriPad.
iPad a. Encouragethe Clientto do soinadvanceoftheirvisit.

b. Detailedinstructions can befoundon the Island Health websiteat:
islandhealth.ca/BC Virtual Visit

[\ ETR LT TN {I ]88 Download the Teladoc Health Desktop Application.
Desktop a. Encouragethe Clientto do soinadvanceoftheirvisit.
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b. Detailedinstructions can befoundon the Island Health websiteat:
islandhealth.ca/BC Virtual Visit
c. Clients mayalsojoinviathe Chrome and Firefox browsers if they are

uncomfortable with downloading the Desktop application. The
Safari browser will no longer besupported after May 10t 2020.

Windows PC or Download the Teladoc Health Desktop Application.
Laptop a. Encouragethe Clientto do soinadvanceoftheir visit.

b. Detailedinstructions can befound on the Island Health websiteat:
islandhealth.ca/BC Virtual Visit
c. Clients mayalsojoinviatheChrome and Firefox browsers ifthey are

uncomfortable with downloadingthe Desktop application

Scheduling a BC Virtual Visit Appointment

1. Inthe left navigation bar,select Schedule.

BC VIRTUAL VISIT
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2. ClickScheduleonthe top rightcorner.

BC VIRTUAL VISIT | & eetient searct Scheduler 6
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3. Type the client’s nameinto the Name/ID field and selectthe clientfromthe list.

NOTE: you may also add a reason for
visit to this appointment by choosing
one of the pre-determined options or
entering a free text in the “Other” field

4. Confirmthe correctclienthas been selected by reviewing DOB and PHN.
5. Select the desired dateand time for the appointment usingthe date picker.
6. Selectthe preferred appointment duration time from the dropdown.

Date Start Time End Time Date Start Time End Time
12/02/2019 10:15 AM O1:20 AM
12/02/2019 > 15m
Dec, 2019 > 15m

12a |
. o |
02a |
03a |
0sa |
osa |

o6z |

07a |

7. ClicktheStart Time field.
= Clickthetime when you want the appointmentto start. The green bar will adjustto your
selection (as shown intheimage above).
= The End Time field will autofill based on the duration selected.

8. Click Confirm atthe bottom of the page to send an email invitation to your client.

MORE OPTIONS 04/29/2020 0130 PM

B coto appeintment summary page
042812020 015 PM

>
042212020 0220 PM
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9.

You will nowsee the appointmentsummary page, indicating you havesuccessfully scheduled this
appointment.

Generic Telehealth

Reason(s) for visit
Add

Thursdﬁ.ﬁ Jul 23, 2020,
01:45 P

Scheduled

Email is scheduled for:

®  Already sent at scheduling
« Thu, July 23 2020, 1:30 p.m.

URL for the recipient
https:/patient.cavisitnow.org/start/d2eed00ad98ac3f975b571f5e5f68e6fd1a8e768

Email Invitation

generictelehealth@gmail.com Send

SMS Invitation

555-555-5555 Send

Cancelling, Re-sending and Modifying or Adding a Reason for Visit for a BC
Virtual Visit Appointment

The following sections walks you through how to navigateto the Appointment Summary page where you will
be ableto cancel, re-send or modify a reason for visit for an existing BC Virtual Visit appointment.

1.

BC VIRTUAL VISIT Patient Search

2.

BC VIRTUAL VISIT | @ Patient searcn Scheduler

Select Schedule from the left navigation bar.

@

B von ey 10 B Scneaute +

Select the date at the top, and usethe date picker to selectthe date you wish to view.
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3. Select the appointmentyou wish to cancel, re-send or modify/add a reason for visit. Then click on Details
on the rightnavigationbar.

BC VIRTUAL VISIT | 2 patientsearcn Scheduler &

Fri, May, 14 (5 seheaue + |2

Test,clients aosem
| Test,clients
GencerU ge<s DOBOUONGTS PN 32smen
< Al Visits (6)
Patients
B Patien visit Detaie

@ Analytics

0514720710205 P
B Encounters Care Locations

Mika's Care Location
W Waiting Rooms

022

Account Number

Imaging

Documents

4. You will nowbe taken to the Appointment Summary page as shown below, where you may chooseto

cancel, re-send, and add or modify a reason for visitfor an existing BC Virtual Visit Appointment.
BC VIRTUAL VISIT | patient searcn Scheduler &

Clinic ¢ x>

Appointment

Test, clienté
client6 Test Genderl  Ages3  DOB DUV PHN 359339
() schedule
< Al Visits (§)
Patients
B Visit Detais
Frday tay 14,2021
B Anaiytics 0205 M
051141201 0205 Pt Y
Sehedulea
Encounters Care Lacations
Pate Mika's Care Location

m Waiting Rooms

10231
1 Hourls) Brior o visie 05/ oros P R
Ermail NS Aecgunt Numbes
Imaging
Share

URL for the recipient

— =B

Cancelling a BC Virtual Visit Appointment

1. Inthe appointment summary pageabove, click Cancel. A pop up will display, then click Yesto confirm.
The clientwill receivean email, SMS (text) message or both depending on the contactinformation listed
intheir profile.

CANCEL APPOINTMENT
Do you want to cancel the appointment
for Generic Telehealth on Sunday, Dec 13,
2020 04:00 PM ?

"
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Re-Sending a BC Virtual Visit Appointment Invitation

This sectionis intended to provideinstructions for re-sending an existing appointmentinvitation to your
clientin cases wherethey may have misplaced their invitation and would like to receive a new one.

1. Inthe Appointment Summary pageabove, click on Send next to the client’s email. By doingso, a new
appointment invitation will besentto your client.

Adding or Modifying a Reason for Visit for an Existing BC Virtual Visit Appointment

1. Adding a Reason for Visit: In the Appointment Summary page above, click on Add underneath Reason for

Visit,and then choose one of the pre-determined options or enter a free text. Once you haveselected

your reason for visit, click Save.

Generic Telehealth
Reason(s) for visit

Add

e

Thursday, Jul 23, 2020,
01:45 P

Scheduled

Email is scheduled for:

* Already sent at scheduling

* Thu, July 23 2020, 130 p.m.

Generic Telehealth

Reason(s) for visit editing

Dietician Physiotherapist

MM,

Other

L= N

Thursday, Jul 23, 2020,
0145 P

Cancel

Scheduled

2. Modifying a Reason for Visit: If you had an existingreason for visit for your BC Virtual Visitappointment,
you can modifyitby followingthesamesteps. Instead of an Add option, you will seean Edit option.

Generic Telehealth

Reason(s) for visit

C.L

4

Edit

Wednesday, Jul 15, 2020,

115 AM

Scheduled
Email is scheduled for:

* Already sent at scheduling
* Wed, July 15 2020, 11:00 a.m.

www.islandhealth.ca/bcevirtualvisit
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Generic Telehealth

8 oievcian

MM

Physiotherapist CcL

Other

Dieticlan X !

:fl\mnmday. Jul 15, 2020,

15 AM

Scheduled

Emall s scheduled for.

* Already sent at scheduling

* Wed, July 15 2020, 1100 am
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Updating a Client’s Emailin BC Virtual Visit

NOTE: A client’s email should only beupdated in BC Virtual Visitwhen consent is gained as per firstsection
of this document “Capturinga Client’s Email and Consent”.

1. Searchandselectthe clientprofile whoseemail you wish to update.
2. Clickontheclient's nameon the rightnavigationpanel.
= The client’s profileand demographic information will come up in the center window.
3. Clickthepencil iconlocatedinthe top-rightcorner of the center window.
BC VIRTUAL VISIT |2 retentseec I

e

4. Update email as necessary. ClickSave at the bottom of the profileto captureany changes.
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